




USAMRMC OCONUS TRAVEL PROCESS 

OCONUS 
official travel 
requests for 
military and 

civilians 
arrive via DTS. 

OCONUS 
official travel 
requests for 
contractors 

and leave 
requests for 
civilians and 
contractors 

with security 
clearances  
arrive via 

email. 

Requests are 
processed to 

ensure all 
required 

documentation, 
all special 

theater/country 
requirements, 

and all required 
training is 
provided, 

complete, and 
valid. 

An email is sent 
notifying the unit’s 

travel coordinator of 
any missing 

documentation, 
training, and/or 

special 
theater/country 

requirements. 

Travel clearance 
approvals are 

requested once all 
documentation 

has been provided, 
all special 

theater/country 
requirements have 
been met, and all 
training has been 

completed and 
valid, through the 

Aircraft and 
Personnel 
Automated 

Clearance System 
(APACS), and/or 

Electronic Country 
Clearance (ECC). 

 
NOTE:  As many as 

four clearances 
may be required.  

Lead-time 
requirements for 

most countries are 
30 days. 



USAMRMC OCONUS TRAVEL PROCESS 

If approved travel 
clearances are not 
received within 10 
days of the 
traveler’s 
departure date, 
DCSOPS contacts 
COUNTRY, 
THEATER, SECDEF, 
and or ECC, to 
ensure clearances 
are obtained. 

Once official travel clearance 
approvals have been received 
for military and civilians, 
approvals are uploaded into 
substantiating records in DTS 
and travel is released. 

Once official travel clearance 
approvals have been received 
for contractors and/or leave 
clearance approvals for 
civilians or contractors are 
received, approvals will be 
forwarded to the unit’s travel 
coordinator via email. 

FORCE PROTECTION 
ALL TRAVELERS ARE ACTIVELY 

MONITORED FROM THE TIME THEY 
DEPART THEIR DUTY STATION UNTIL 

THEY SAFELY RETURN TO THEIR 
DUTY STATION. 























































Your Unit Letterhead  
 

 

 
MEMORANDUM FOR RECORD 

     

 DD/MM/YY 

   

FROM:  Your Unit’s Security Office 
 

SUBJECT:  Security Clearance Verification Letter 

 
 

1. I certify that (Visitor’s name) has a current security clearance OR has been submitted 

for a Periodic Reinvestigation (PR) and meets visit requirements:  
 

Investigation Type:  __________________________ 
 

Date Investigation Closed:  _________________________ 
 

Clearance Eligibility Level:  __________________________ (SECRET, TOP SECRET/SCI, 

etc.) 
 

2.  Questions concerning this letter should be addressed to the undersigned, at ###-###-

####. 

           

 MUST BE SIGNED BY SECURITY OFFICER 

 Your Security Officer’s Full Signature Block 

     

 





























Procedure to Designate a US Contract/Invited Contractor under the US-ROK SOFA: 

  

Designation as a US Invited Contractor or Technical Representative under the ROK-US SOFA 

(“SOFA status”) is a legal requirement for US contractors to perform in support of the US Armed 

Forces in the ROK.  In Korea SOFA Designation is a 2 STEP process. SOFA designation is a 

unilateral right of USFK.  Contracting officers should not make SOFA status a condition of the 

contract without first coordinating with this office (USFK/FKAQ).  Coordinate contract performance in 

the ROK with this office before performance begins in the ROK.  We encourage processing 

designations during the solicitation stage.  Additionally, contracting officers and requiring activities 

should consider requirements for performance during contingency or war and include the 

appropriate contract clauses and PWS language. 

  

The US-ROK SOFA is an international agreement as defined in FAR 25.8.  The SOFA document 

may be accessed on-line at: http://www.usfk.mil/usfk/sofa  

  

USFK Regulation 700-19 implements the US-ROK SOFA and may be accessed on-line at: 

http://8tharmy.korea.army.mil/g1_AG/Programs_Policy/Publication_Records_Reg_USFK.htm 

  

Also, SOFA designation requests may be made via email (STEP 1) to Ms. A Chong, Yim at 

usarmy.yongsan.411-contr-spt-bde.mbx.411th-csb-fkaq-wor@mail.mil or DSN 315-724-6162, 

and (STEP 2) to Mr. Cecconi, David T. at usarmy.yongsan.411-contr-spt-bde.mbx.411th-csb-

fkaq@mail.mil or DSN 315-724-6211. This contact information is subject to change. 

  

STEP 1.  The contracting officer submits a request for SOFA designation (see attachment for format) 

to USFK/FKAQ on the contract.  The contracting officer should review Article XV of the SOFA 

Agreement and USFK regulation 700-19 for unique requirements for contract performance in the 

ROK.   

  

Before non-Korean contracts can receive SOFA designation (and be legally permitted to perform in 

the ROK) at least one of four criteria must be met: 

  

(1) Limitation of US law (rarely used)  

(2) Security considerations  

(3) Technical qualifications * 

(4) Unavailability of materials or services in the ROK* 

  

If citing exception (3) or (4), the contracting officer must insert in the "justification section" of 

the SOFA request memo the statement below verifying no Korean firm can perform the work. 

  

(3) When using technical qualification as the justification exception in the SOFA request memo, use 

this verbiage: "Market research was conducted and no one in Korea is technically qualified to 

perform this requirement." 

  

(4) When using unavailability of service as the justification exception in the SOFA request memo, 

use this verbiage: "Market research was conducted and no one in Korea is able to perform this 

requirement." 

  

* If you are citing (3) or (4) and the verbiage above is not stated, your contract SOFA request 

may not be approved. 

  

  

http://www.usfk.mil/usfk/sofa
http://8tharmy.korea.army.mil/g1_AG/Programs_Policy/Publication_Records_Reg_USFK.htm

































































